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Business Procedures for Paying a
Direct Invoice

* A Direct Invoice is one that has no link to a purchase
order in the AASIS system.

« Direct Invoices should be parked by the AP Specialist role
using transactions FB60 or FB10. FB60 is discussed in the
Accounts Payable Basics course.

 Parking only puts the Direct Invoice into the system, but does
not yet commit to payment by posting.

« Parking as complete commits budget for the invoice amount
and must be posted 1n the same period 1t’s parked.

« Parked invoices can later be posted by another user with the
AP Supervision or Disbursement Officer role using FBVO.
FBVO is discussed in the Accounts Payable Basics course.
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Parking a Direct Invoice with FB10

| 2 dHC@e DHR DDLaD HE @mE

SAP Easy Access AASIS MENU

BE S/ EE 2| [

Eﬂ F awarites
v 'E SAP menu
[» [ Office
[ [0 Logistics
e 'E Accounting
= & Financial Accounting
[ General Ledger
[ [ Accounts Receivable
= 'E Accounts Payable
7 'ﬁ Document entry
Fgd FBSO - Invoice
@ F-43 - Invoice - general
Frd FBES - Credit memo
@ F-41 - Credit memo - general
@ FB10 - Invoicelcredit memo fast entny
[» Document Parking
[ ] pown payment
[ Bill of exchange
[» [C1 Other
[ Ea Reference documents
[» [Z1 Outgeing pavment
[» Ea Document
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E:E-':-::ifi-::ati-:- ns Edit El:ltl:l

Advanced Accounts Payable

Invoice/Credit Fast Entry: Header Data
ﬁ Delate B Enter invaice/eredit mama

Specifications for the following decuments

Company Code BRE Lacument type KR
Fosting [ate B2i1212004 Fasting Period i

Crefault data for the fallowing documents

Currency uso
Lacument Drate Q21212004

Additional input fields for document header and vendor item

DEntercreditmemn; F'aﬁ,rrnent block
Aut-:-matic tax calculation Fmnt meth.and supplement
Dl:-cument header text Payment refarance

Text and assignment Dﬁlternative pavment croy
Elusiness area F'aﬁ,ree ------------------- '

D Cash dizc.base amnt DPCEIJ’F‘EIR-:Iata ----------

|:| Dizcount amount

Enter dates and document type KR. Select additional input fields as

desired and click Enter invoice/credit memo.

AASIS Support Center
November, 2004
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OEE ST O0 BRI @M

Invoice/Credit Fast Entry: Enter items

Last item |EE Mask %% All Fields | Specifications | Acct model ||E Fast Data Entry

hzrasizo03 [5) 121042003

Wendar posting

Account [+ Busziness Area

Amount

Tax amount DCalculate taz

Fayment terms *

Baseline date Crayspercentage ! i
FPayment black Fayment Wethod Fmt meth.supl. *

Fayee Fayment Fef.

i tax base W tax ex.amtfin I o*

Text'azsignment

Offzetting item [1-G)
Auicount Amount Ti Cost Ctr Order Cald

T

Click Mask button to choose the desired format for GL line items.

[* | FB10 [2]  zapedw  INS

AASIS Support Center
November, 2004
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=L with tax jurisdiction

L with tax jurisdictn & text

Standard one-line

Standard two lines

v 200 aon

Advanced Accounts Payable

In this example, Y001 will be chosen. Click on it and click the green

check.

AASIS Support Center
November, 2004
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Document  Edit Soto Settings  Enwironment

Invoice/Credit Fast Entry: Enter items

A2 [k BE Lastitem [Ty Maskc %% AllFields  Specifications  Acctmodel | §& FastData Entry

Cracument Crate B2i1212004 Curr.fex.rt'date uso Q21212004
Referance 584752 DocHeader Text

|[41[»]

Wendar posting

Account 166008152 Buzinessz Araa aE1a

Amaunt 20600

Tax amount Calculate taz

Fayment terms *

Baseline date Crayspercentage ! i |
FPayment black Fayment Wethod w|@tmeth.supl. *

Fayee Fayment Fef.

.tax base Wit tax ex.amtfin o

Text'azsignment !

Offzetting item [1-G)

Auicount Cost Ctr Amount T Jurisdict. Code Cald

Enter the reference, vendor account number, amount, business area,
payment terms, and payment method. Select Calculate tax.

AASIS Support Center
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Document  Edit Soto Settings  Enwironment  Swystem  Help

@ 20 R DHE DDAD DR @B S~

Invoice/Credit Fast Entry: Enter items

A2 [k BE Lastitem [Ty Maskc %% AllFields  Specifications  Acctmodel | §& FastData Entry

Document D ate p2f12iz2o04 Curr.fex ifdate uso p2f12i2o04 IE'
Refarence 584752 DocHeader Text I;‘
Wendar posting § Lollipop Guild £ WICHITA

Account 166008152 Buzinessz Araa aE1a

Amaunt 20600

Tax amount Calculate taz

Fayment terms gaEq

Baseline date B2f1212004 Crayspercentage ! i |
FPayment black Fayment Wethod W Pmt meth.supl.

Fayee Fayment Fef. 584752

.tax base Wit tax ex.amtfin (]

Text'azsignment Invoice #589752 2 bags of lallipops !

Offzetting item [1-G)

Auicount Cost Ctr Amount T Jurisdict. Code Cald

Enter the payment reference, text, assignment (vendor invoice
number is recommended here since it prints on the warrant.) To
generate a separate warrant for this payment, make an entry in the
payment reference field. Click the overview icon.

AASIS Support Center
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Invoice/Credit Fast Entry: Display Overview
lﬁ Lisplay Currency | | Fank dacument | | Acet madel | lg Fast [rata Entry | |E Tawxes |
Iﬁaﬂiﬁlﬂﬁﬁ!

_I32|'12|'2I3I34
III“EIIH- ml _|32 r1z2izond

Bmount

ltems in document currency
FE Busf Acct
G661 31 0610 618008068152 Lollipop Guild 200,60 - &

Tax amnt

C 200,00 1 Line items

Other line item

Sp.GiL Transtype Mew co.code

Double-click the first item.
2-10
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+ - Rk R S RN P R A L

Invoice/Credit Fast Entry: Correct Vendor item
| P hare dadg | Acct model ||E Fast Data Entry | |E Taxes |

Click the More
Data button.

ltem 1 4 Invaice 31
Amount 200. 00 Ly

Tax amount

l:alculate tax TaR TUTE
i.tax base uso itax exempt i tax code G0
Bus. Area GE10
F ayt terms BaEq [ aysiperncent ! i
Bline date paiqzizong Fixed
Dize. basze Dizc. amount
Amount is calculated Irwaice ref. ! !
Fmnt block Fmt hdethod W Fmt meth.supl.

Fayment cur.

Fayment Ref. 583752

Assignment

Tt Invoice #589752 2 bags of lollipops ﬂ# ]

Mext line item

P=thy Account Sp.GiL Trans.type Mew co.code

- eReEn e
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gl M HICEe CHRE D000 HE QE

Invoice/Credit Fast Entry: Correct Vendor item

|E> Moaore data || Acct model ||E Fazt Data Entrg.r||E Taxes|
Enter the
house bank.

Amount [EXc] ush Amt.in loc.cur. 200. 00 .

Click the Fast

House bank a5 D t E t

Instructions Reference key 3 a a n ry
Flanning lewvel &F  Plan. day button

Funec. Area

Mext line item

P=thy Account Sp.GiL Trans.type Mew co.code

- eReEn e
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380 a8 EEN @
Invoice/Credit Fast Entry: Add G/ account items
| Acct model | lg Fast [rata Entry | |E T axes |

L acoount items

FE Account Amount Ush Tx Cost Cir
40 50906190060 50 pi 3832
40 509001490060 pi 383240
40 30906190060 pi 283230

Other line items

P=thir Account Sp.GiL Trans.tvpe Mew co.code

Complete the GL data entry and enter.

[ | ETR (1B e | zapetr | INS
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Locument  Edi Zoto wtras  Settings  Enwironment System  Help i
& 2 H e CHE DDOS R @M ——
Invoice/Credit Fast Entry: Display Overview

@ EE Dizplay Curre Famk document J Acct madel E F ast [rata Entny T axes

Cracument Crate Q21212004 Type KR Company Code LEK
FPosting [ate az2i1z2izo04 Feriod o Currency L]
Document Humber INTERHAL Fizcal rear 2004 Translation dte B2f12/2004
Referance 383732 Crozs-CC no.
Lrac.Header Text Trading Part.BA
ltems in document currency

FE Busf Acct usp Amount Tax amnt
a1 31 G610 016006086152 Lollipop Guild 200, 00 - t
a2 40 G610 509061900608 Food Purchaszes 0. 00 F1
a3 40 G610 5890619008 Food Purchases 160, 4a F1
o4 40 GE40 0900190008 Food Purchases 0. e0 F1

This brings up the overview screen. Park by selecting the Park
document button. The system will return a parked document number.

The parked document can be posted from transaction FBVO.
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i

OEE ST O0 BRI @M

Invoice/Credit Fast Entry: Enter items

Last item |EE Mask %% All Fields | Specifications | Acct model ||E Fast Data Entry
_2.'12.'213:34 [ =)

Wendar posting

Account [+ Busziness Area

Amount

Tax amount DCalculate taz

Fayment terms *

Baseline date Crayspercentage ! i
FPayment black Fayment Wethod Fmt meth.supl. *

Fayee Fayment Fef.

i tax base W tax ex.amtfin I o*

Text'azsignment

Offzetting item [1-G)
Auicount Cost Ctr Amount T Jurisdict. Code Cald

The parked document number appears at the bottom of the screen.

(2 Document 1000000002 ARK was parked | ETRO13@E11) M sapetr
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Vendor Credit Memo

« Transaction FB65 1s used to create a direct vendor credit
memo without reference to a purchase order. MIRO
(discussed later) 1s used to create a credit memo with
reference to a purchase order.

 An FB65 credit memo must be tied to a specific vendor
invoice with a matching fund. A credit memo can only be
used once the dollar amount of invoices open to the vendor
exceeds the amount of the credit memo. A credit memo
can only be used on a subsequent invoice to be paid from
the same budget quad (fund, funds center, commitment

item, functional area).
2-16
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Credit Memo Transaction FB65

Menu  Edit Faworites Ewxtras 5

System  Help

& || Bl H  ©C@@ BERE 804080 EE @&
SAP Easy Access AASIS MENU
(& & | &3/ | & B/ |2 | |||

[ Favarites

w7 'a SAF menu
[» [ office
[» D Laogistics
e E Aecounting
w7 'a Financial Accounting
[+ [ ®eneral Ledger
[* [ Accounts Receivable
e E Aecounts Payable
7 'a Pocument entry
[ FBGO - Invoice
@ F-43 - Invoice - general
) FEGS - Credit memo
@ F-41 - Credit memo - general
@ FB10 - Invaicefcredit memao fast entry
[ [0 pocument Patking
[ D Crowen payment
[ D Bill of exchange
B+ [ other

[ D Reference documents

|[«][»]

AASIS Support Center
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Document  Edit Zoto wtraz  Seltings  Enwironment System  Help

& B aH @@ SR Do EHE @

Enter Vendor Credit Memo: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank 59-’ Editing options

Tranzactn Credit memo i Bal. G.00 B
Basic data kF’ayment kDetaiIs kT.ax kNl:ltES |

Yendor | E}Sp.GIL

Document date Reference

Fosting [rate 1at1ziz2004

Locument type Wendeor credit me.. 2

Crozs-CC no.

Amount usp |:| Caleul ate tax
Tax amount =
Text

Company Code ARK State of Atkansas Little Rock

Lot Ma.
O MHems( No entry variant selected )
|§r5... il acct Short text Cuiz Amount in dac.curr.  |Cost center [Fund Bu... | Tax code Order Uﬂﬁl
| l:l Cred.. El

'i'o generate a credit memo in FB65, use the same
fields as an invoice created in FB60. Credit memo

posting keys are 21 and 50 and generate a
document type of KG.

AASIS Support Center
November, 2004
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Document  Edit  Zoto Extras Settings Enwironment  Swystem Help

=l

& 3 dH @ DHE DDL0 AR @
Enter Vendor Credit Memo: Company Code ARK

ree on ampany Lode u} Imulate d ITing apiions
T EE Cod Hold [ simulate [H] FPan Editi ti

Tranzactn Credit mema =l Bal. 25.04 &
Basic data | Payment | Details | Tax | MHotes |
Vendar
Yendor 100060152 Sp.&L Address
Crocument date 101271200604 Reference TRICKORTREAT Lallipop Guild
Fosting Crate 101271200604 124 vellow Brick Road
Cocument type Vendar credit me .. E WICHITA KS 67203
Cross-CC no. UsA
Amount 25.00 kA1) Ealculate tax ‘EEEE-EEE-D“IEG-“:I-“IEG =

On the Basic data tab, enter the vendor, reference,
and full credit amount.

2-19
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ree on ampany Lodea a] Imulate d ITing aoptlion=
T E Cod Hold [%4 simulate [H] Fan Editi ti

Tranzactn Credit mema =l Bal. 25.84 &
Basicdata | Payment | Details | Tax | Motes |
Vendar

Yendor 1600066152 Sp.GIL Address

Crocument date 1012712004 Reference TRICEORTREAT Lallipop Guild

Fosting Crate 1012712004 124 vellow Brick Road

Crocument type Vendar credit me ... 2 MICHITA KS 6203

Cross-CC no. LSA

Amount 25.00 kA1) Ealculate tax EEEE-EEE-D“IEG-“:I-“IEG k=

P1 (Accounts Pavable Sa E

Text Credit on returned lollipops Bank account 22552899

Baseline date Fagstariches Bank of Atkansas
Company Code AR State of Adansas Little Rodk i
Lot Ma.

O tems=1 Mo entry wariant selected
|EHS L acet Shorttext |DVC Amount in doc.curr.  |Cost center |Fund Bu... |Tax code (Order 'IJTJ""_“l

Select “Calculate tax” and choose the appropriate
tax code. Enter text if desired.

2-20
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Transactn Credit memo El Bal. 25.060
Basicdata || Payment | Details | Tax | MNotes |
Vendar
endor 10088152 Sp.&iL Address
Cocument date /122004 Reference TRICKORTREAT Lallipap &uild
Fosting Lrate 181212004 124 vellow Brick Road
Cocument type Wendor credit me ... = MICHITA KES &7203
Crozs-CC na. LsSA
Amaount 25.00 uso Calculate tax EEEE-EEE-ME-’-”I-*IE =
P1 (fccounts Pavable 5.
Text Credit an returned lollipops Bank account 22558599
Bazeline date Fagstoriches Bank of Akansas
Company Code AR State of Akansas Lithe Radk ini
Lot Ma.
O [tems( Mo entry wariant selected
|E; 5. |'G/L acct Short text Ly Amount in dec.curr.  |Cost center |Fund Bu... |Tax zode |Order Uﬂﬁl
| SO9A619000 Cred..E zs(zazzoi] ) P1
| | Cred.. 2 P H

Enter the G/L account, Amount, and Cost center.

2-21
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Edit

Extraz Settings Help

J @@ o0 Bnai8 EHE @ D
Enter Vendor Credit Memo: Company Code ARK

% Tree an Company Code E-;i Hald

Zoto Environment  System

Crocument

8 cimuylate || Pake 47 Editing options

Transactn Credit memo =l Bal. G0.G64 8]
Basic data k Payment  Details k T ax k uithhaldin... ||. B L=

Wendar

L 2116606160649 Wendar AP fddress

Aszsign. Lallipap Guild

Header t 124 “ellow Brick Road

Bus. Area BE*IE@ Tr.part.BA WICHITA KE 67203

Flg lewvel aF Flan. day 1001212004 hsA

Func. Area ‘E 228-665-0164-16 =
Bank account 22552399
Ragstariches Bank of Akansas

Go to the Details tab and type in the Business area. ——

- Click the Payment tab.

EHS... /L acct Short text (R Amount in doc.curr.  [Cost center

Fund

|Ell.|... Tax code |IIIr-:|er

SO96A19800 Food Purch..Cred .. 20,00 [Fa32ed

|
| 1o

AASIS Support Center
November, 2004
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Document  Edit Zoto wtraz  Seltings  Enwironment System  Help

JH I @@ BEER ana8 BE @

Enter Vendor Credit Memo: Company Code ARK

,% Tree on Company Coda r':\}} Hald Iﬁ Simulate l!{ Fank f Editing options

Transactn Credit memao ] Bal. EETE] 2

Basicdata  Payment | Detailz= | Tax | withholdin.. || [+ [&

Wendaor
BaselineDt  16:13/2604 [5) Pmnt terms Day= Aiddress TO SearCh
Lue on 10/1312004 Crays Lallipap Guild f d
Dizcount uso [rays net 124 “ellow Brick Road Or Ven Or
Dizsc.base USD  To be calcultd Fixed WICHITA KS &7203 t
Fmt Method Fmnt Meth. Sup. Fmnt block Free for payment USA paymen S Or
I ref. T 228665016416 = a p pl |ed
House bank . .
Fayment Ref. Bank account 22555800 Cred|t, CI|Ck
R agstariches Bank of Akansas h O I
fii the Ols
1 Hems( No entry variant selected _‘
el .. ' e 0 = la Ve P ' = ' = = PR P (=1

An existing invoice to the vendor with a matching
fund must exist for the credit memo to post.

2-23
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Zote  Ewxtras  Environment Settings System  Help

2IH Qe SRR DDO0 HE @

ine ltem Display
M2 ElE |8 E B | E &

Click the back button to return to
the credit memo payment screen.

B open &4 Farked Cleared
IZh.rer'-:Iue ._le,a}lilue Hot due
1660688152
BRE
Lallipop Guild
WICHITA
gnment Documentla |Type Ooc. . Date |5)|00(8mount in doc. curr. |Curr. |CTrng doc. |[Text
IBEAR3T2005 106AAAREST |KR 1671272004 = 156, 66- (UsD Trick or Treats
IGAAA3E2005 1060033038 |KR 1671312004 fh 56.068- (UsD Halloween handouts
2006.0668- (Us0
c1aaaaaq52 2006.0668- (Us0
1600060152
oRE
Lalldipop Guild
WICHITA
gnment Documenthe [Type Doc. . Date |5|00|Amount in doc. curr. |Curr. |CTrng doc. [Text
2006.06a8- (U50

This displays the vendor’s line items.

2-24
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Locument  Edit  Zoto wtras  Settings  Enwironment System  Help

] 24 H @ae 20E atan BE &M

Enter Vendor Credit Memo: Company Code ARK
% Tree on Company Code 5}} Hald Iﬁ Simulate FPark {f Editing options

Tranzactn Credit memo ]| Bal. 25.84 @50
Basicdata ~ Payment | Details | Tax | Withhuldin...h. IT[T[iil

Wandar
Baselinelt 10/12/2004 FPmntterms G001 Crays Address
Due an 101212004 Lrays Lallipop Guild
Liscount uso Crays net 124 *ellow Brick Road
Dizc.base USD  Tao be calcultd Fixed WICHITA KS 67203
Fmt Method W Pmnt Meth. Sup. Fmnt black Free for payment =l UsA

I ref. 1008000337 2003 1

On the payment tab, enter the
invoice document number and
line item to which the credit
applies in the Inv. Ref. field.

You'll get the message “Data was copied”. Enter to
clear the message.

|® [rata was copied

AASIS Support Center
November, 2004
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Document Edit  Goto  Extras  Settings Enwironment

B0 H @@ SHE atnoo EE @M
Enter Vendor Credit Memo: Company Code ARK

% Tree an Company Code [S;i Hold Iﬁ Simulate lE[ Fark 5:.’.? Editing optians
[~~~

Tranzactn Credit mema =l [ Bal. GO.08 O

favdstz - Fament EPRECH Click Simulate to display the

BaselineDt 10/12{2004 Fonttd Jocument overview.
Due an 1a/12/2004
Liscount Ls0 Crays net 124 vellowe Brick Road
Disc.base USD To be zalcultd Fixed MICHITA S G720
Fmt bdethod W Pmnt beth.Sup. Fmnt block Free for pavment El LSA
Imw.ref. 106000037 2003 1 = 285-665-0164-16 =
House bank TREAS
Fayment Ref. Bank account 22552599
R agstoriches Bank of Afansas
Fii
1 ltems=( Mo entry wariant selected
|Er5... il acct Short text (EX Amount in doc.curr,  |Cost center [Fund Bu... |Tax code (Order Uﬂﬁl
| %# |5A9061 9066 Food Purch..[Cred..E 25.00 (323201 HECE1 31 BE10 P
| 1 ) Cred..El P
1 r_ Cred..El P
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Be sure that the document is
correct and if so, park the
document.

Edit

Sethiy

E::: cument owe e El:ltl:l

@@ CHE ADo0 BF 0@ 3

Document Overview

@ @ Rezet Taxes Fark E{ Complete ? & ? EJ EJ Chooze E] Save E ﬁ IE w ABLC

Doc. type : KG [ Wendor credit memo ] Hormal document

Doc. HWumber Company code ARE Fiscal year 2005
Doc. date 1611312004 Fosting date 1041512004 Feriod a4
Ref. doc. TRICKORTREAT RET

Doc. currency usn

Itm |PHK [fccount Bocount short text Buszf |Fund dmount [Cost Ctr |(Order Fumds |Text bzzignment
1121100808132 |Lollipop Guild GE1Q 25.00 return of candy for credit QICReRcRchcichch-dped tc k]
2(30|50900601900808 |[Food Purchazes OE13 [HSCE1 01 25.00- 383201 xTe

AASIS Support Center
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O ltems Mo entry wariant selacted )

S

GiL acct

Shar text

DyC

Amount in doc curr.

Cost center

Fund

Bu...

Tax code

Cred..

Cred..

Cred..

Cred..

Cred..

Cred..

Cred..

Cred..

Cred..

Cred..

i) [T | [ | [ | [ [ [0 (i) i

(ST

The system returns to the FB65
entry screen with a message with

/ the parked document number.

(& Document 17000000 ARK was patked

The document can be posted in transaction FBVO
by a user with an AP Supervisor or Disbursement
Officer role.

AASIS Support Center
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